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1. REMINDER: FORM 674, CASE DELAY REQUEST 
 
When officers have more than one court case scheduled on the same day and 
at the same time, they must complete a Form 674, Case Delay Request.  The 
Court Control Unit provides this form for all officers who have cases in multiple 
courtrooms.  Upon completion, the officer will give the Form 674 to the 
appropriate prosecutor in the room where the case is assigned. 

 
It is recommended officers read Procedure 12.815, Court Appearance, Jury 
Duty, and Other Hearings, Section D.1.a. as a reminder of this process. 
 

 

2. REVISION OF FORM 560, COMMUNITY PROBLEM SOLVING WORKSHEET 

 
Form 560, Community Problem Solving Worksheet, has been revised.  This 
revision is effective immediately.  To access the Form 560, open the Word 
application. Select “New” in the file menu, select “General Templates” on the 
right-hand side of the screen and click on Form 560. 
 

 

3. REVISION OF PROCEDURE 12.225, VEHICULAR CRASH REPORTING 

 
Procedure 12.225, Vehicular Crash Reporting, has been revised.  Officers are to 
advise citizens that crash reports will normally be available in seven to ten days 
at Records Section.  Additionally, while conducting crash investigations, officers 
will use push bumpers, when possible, to move vehicles from the roadway 
instead of allowing them to block traffic. 
 
This revision is effective immediately.  Personnel should review the procedure in 
its entirety.  The revised procedure is available on the Intranet and on the 
Department web page. 
 

 

4. REVISION OF PROCEDURE 12.720, EVIDENCE: SUBMITTING FOR 
PHYSICAL ANALYSIS 

 
Procedure 12.720, Evidence: Submitting for Physical Analysis, has been revised.  
Changes have been made to the process for submitting alcohol evidence.  
Officers should also review Section B. regarding the submission of syringes and 
the proper way to package crushed pills, tablets, etc. 
 
This revision is effective immediately.  Personnel should review the procedure in 
its entirety.  The revised procedure is available on the Intranet and on the 
Department web page. 
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5. REVISION OF PROCEDURE 12.816, ON-CALL COURT APPEARANCE 
 
Procedure 12.816, On-Call Court Appearance, has been revised.  Minor 
revisions have been made to the process for completing and submitting the 
Form 663, On-Call Court Appearance. 

 
This revision is effective immediately.  Personnel should review the procedure in 
its entirety.  The revised procedure is available on the Intranet and on the 
Department web page. 

 

6. THANK YOU LETTERS 

 
Attached to these Staff Notes are several letters of appreciation and praise 
written to the Police Chief for the professionalism displayed by our Department 
and specifically the following officers: 
 
Captain Richard Schmalz Captain Andrew Raabe 
Sergeant Tom Tanner Sergeant Carolyn Wilson 
Sergeant Dwayne Wilson Police Specialist Mark Bemmes 
Police Specialist Dave Hall Police Specialist Tony Faillace 
Police Officer Steven Shaw Police Officer Fred Gilmer 
Police Officer Lou Arnold Police Officer Alex Hasse 
Police Officer Scott Bode Police Officer Michael Schneider 
Police Officer Michael Reynolds Police Officer Mike Brogan 
Senior Accountant Ella Topham 
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COMMENDATION FOR THE WEEK OF 07/12/05-07/19/05 
 
POLICE SPECIALIST JAMES ADAMS 
DISTRICT THREE 
 
Specialist James Adams was on directed patrol at a bank, after a recent series of armed 
robberies of citizens using automated teller machines, when he noticed a suspicious 
vehicle.  Specialist Adams concealed his police car and made his way back to the bank 
on foot where he interrupted an armed robbery in progress. Specialist Adams pursued 
the suspect on foot until the suspect surrendered.  Specialist Adams was able to 
provide a vehicle description allowing other officers to locate the suspect’s vehicle and 
arrest two accomplices.  Specialist Adams then retraced his steps and recovered a 
firearm, which the suspect had discarded.  Further investigation revealed the suspect 
had committed over 15 robberies in recent weeks.  Specialist Adams is worthy of 
commendation for his bravery and dedication to duty.  Through his efforts, three 
extremely dangerous subjects were removed from the street. 
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